
SAM Registration – Have vendors use the following website:

https://www.sam.gov

Steps for Updating a Registration

 Log in to SAM

 Open Entity Record

o Click on POC – Scroll down to find email address

o Contact Vendor to Ensure vendor has access to the email address found in their

SAM entity record ( if not see instructions)

o Have vendor “CREATE User Account” - Individual Account Details

 Enter Personal information

 Create User ID & Password – select and answer security questions

 Click Done

 Vendor will receive a verification email from SAM within 5 to 10 minutes

o Vendor will click on link in body of email – SAM launches

o Vendor will enter User ID & Password Created to verify account

 If Vendor has access to email address in SAM Entity Record – Vendor may migrate their

CCR information.

o Click on YES to migrate CCR information

o Select CCR (Next)

o Select the block that contains the email address used to register SAM account\

o Click Submit & Done

 If Vendor DOES NOT have access to email address located in SAM Entity record – See

below:

o SAM now has a new feature that allows you to migrate your roles even when you do not

know the legacy system email associated with your DUNS. This process will assign you as

Entity Administrator if you can provide the correct information below during the SAM

migration process:

• DUNS

• Tax Identification Number

• Bank Account Number

• ABA Routing Number

To use this feature, please log into SAM at www.sam.gov. Go to "My SAM" then "Manage

my User Roles", then select "Migrate Legacy System Account". Select the applicable legacy

system then click "next". If you do not know the legacy system email, click the word "here"

at the bottom of the page. You have 3 attempts to provide the correct information before

the feature will disable.



o If you are not successful using the automated migration process, please reply back to this

email with the following information indicating that you need further assistance.

• DUNS

• Last 4 digits of the Tax Identification Number

• Last 4 digits of the Bank Account Number

• ABA Routing Number

• Last 4 digits of the MPIN

If you have a current Government Contract or Grant or are replying to a Government

solicitation, please request a letter from the applicable contracting/grant officer confirming

that you should be granted access to this record. Please attach this letter to the Right Now

incident, and ensure that the contracting/grant officer's email address is visible in the email

attached. Below is an example of an email you can send to your contracting/grant officer:

"Dear X,

I am trying to register in The System for Award Management (www.SAM.gov). Since I am

not the current entity administrator, an agent from SAM has requested that I provide a

letter from my government contracting/grant officer verifying that I should have access to

this record. Please send an email that verifies that I should have access to this record from

your government email address so I may send this to the agent from SAM.”



After Migration – Updating SAM

 Click on Register/Update Entity – Most will be found

under “Inactive Registrations” – If not, have vendor click through

until they see their name.

 Vendor will double click on their name – and then click UPDATE ENTITY

Each prompt must be answered….

CORE DATA

 Purpose of Registration – Yes – Next

 Do you wish to bid on contracts? Yes – Next

 Confirm Purpose – Next

 DUNS info – NEXT

 Verify DUNS - SAVE & Confirm

 Business Info – Save & Continue

 IRS Consent - Save & Continue

 CAGE – SAVE & Continue (If no CAGE code – it is OK)

 General INFO (Must VERIFY)

o Make sure that the following have appropriate answers - -



 First one can be Not Applicable, LLC or Subchapter S – the others will not

apply to our vendors

 Second one - - MAKE SURE it is NOT “tax exempt”

 Third one - - For Profit

 After verification – Save & Continue

 Financial Information (MUST VERIFY) –

o Make sure banking information is accurate

 After verification – Save & Continue

 Executive Compensations – No – Save & Continue

 Proceedings – No – Save & Continue

 Information Opt-Out – (Answer either way) – Save & Continue

 Review Core Data – Save & Continue

ASSERTIONS

 NAICS codes (MUST VERIFY)

o Make sure 811121 is selected and marked as primary

 If not selected – SEARCH NAICS (enter NAICS code, click on SEARCH, when

it populates, click on it once, then select ADD)

 After verification – Save & Continue



 Size Metrics (MUST VERIFY)

o Verify with vendor of their Total Receipts & Avg Number of Employees

 Make sure totals match in World Wide & Location

 After verification – Save & Continue

 EDI Information – No – Save & Continue

 Disaster Relief Information – No – Save & Continue

 Review Assertions – Save & Continue

REPRESENTATIONS & CERTIFICATIONS

EACH QUESTION MUST BE ANSWERED – Vendors must be asked the

questions!

Example of Answers provided by one of our GSA Vendors are listed below –

NOTE: Vendors will need to provide their own answers…Question 1 is the

owner or persons responsible for writing BIDS - -Keep in mind – the answers

provided in this document are only EXAMPLES and not be assumed as the

correct answers for other vendors. At the end of each section, click SAVE &

CONTINUE:















 Review Representations & Certifications

o Click on the “Acceptance of Terms”

 Save & Continue

POINTS OF CONTACTS

 Electronic Business POC

o Enter Or Verify First Name

o Enter Or Verify Last Name

o Enter Or Verify Email address

o Enter or Verify Phone & Fax numbers – Proper Format Required – (XXX)XXX-XXXX

o Enter Or Verify Address, City, State & Zip Code

 Government Business POC (Same as above)

o If information is the same, click on COPY – and select Electronic POC

o Verify with vendor who would be the POC responsible for maintaining the SAM

account – ONLY the GOV POC can contact and/or make changes to CAGE

 Accounts Receivable POC (Same as above)

o If information is the same, click on COPY – and select Electronic or Government

POC

 OPTIONAL POCs - - SAM does not require optional POCs - - Click each of the following to

open and click on DELETE



SBA Supplemental

*Advised by PTAC that this is important to complete; however, is not mandatory

in order to complete SAM update - If you choose to complete, follow the below

instructions – If not, just click on Save and Continue to bypass*

 Click on Register or Update SBA Profile

 Click Next

 Type in specific details on work performed by vendor



 Enter Name of person Certifying information – Owner

 Click Save/Next

 Verify information on next page

 Click Next

 Enter Business website

 If none, Click Save/Next

 Verify information

 Click Next

 Enter Owner information

 Click Save/Next

 Enter information that applies

 Click Save/Next

 Enter NO for exporter

 Click Save/Next

 Enter info if desired, otherwise leave blank – click Save/Next

 Next

 Click Exit

 Page will EXIT

 Click back over to SAM

Click on SAVE & Continue

Entity Review – SUBMIT

(If all blocks were completed – Vendor has been submitted for update)


